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 1. SCOPE 
 
 1.1  Scope.  This Organizational Work Instruction (OWI) 
is applicable to personnel within the Fiscal Control Office 
of the Office of Chief Financial Officer (CFO) who serve as 
collection agents and certifying officers. 
 
  1.2  Purpose.  The purpose of this OWI is to establish 
the detailed procedure that will be used to process 
collections of funds for MSFC, both check and via electronic 
transfer. 
 
 1.3  Applicability.  This OWI applies to personnel within 
the Accounting Operations Office who are collection agents 
and certifying officers. 
 
 
2. APPLICABLE DOCUMENTS 

  
    NASA FMM 9280    Miscellaneous Accounting 
 
    NPG 1441.1C  Records Retention Schedules 
 
 
 3. DEFINITIONS 
 
 None. 
 
 
 4. INSTRUCTIONS 
 
  The detailed procedure for performing the collection 
process is outlined in the Attachment. 
 
  
 5. NOTES 
 
 None. 
 
 
 6. SAFETY PRECAUTIONS AND WARNING NOTES 
 
 None. 
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 7. APPENDICES, DATA, REPORTS, AND FORMS 
 
 None. 
 
 
 8. QUALITY RECORDS 
 
 The Collection Blotter/Voucher (OF 1114B) and the 
Statement of Transactions (SF 224) are the quality records 
generated by this process.  They are retained for 6 years and 
3 months after the period covered by the account, in 
accordance with NPG 1441.1C, Schedule 9, Uniform File Index 
(UFI)# 9000.  The records custodian is the Team Lead, Fiscal 
Control Office. 
  
 
 9. TOOLS, EQUIPMENT, AND MATERIALS 
 
 None. 
 
 
10. PERSONNEL TRAINING AND CERTIFICATION 
 
 None. 
 
 
11. FLOW DIAGRAM 
 
 See Attachment. 
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ATTACHMENT

Record Disbursement/Advance Thru OPAC

On-Line Payment &
Collection (OPAC)
Rcv’d from Treasury

    Payment, 
Canceled Check
  or Advance

Provide Cert. Officer
with Appropriation

Provide Cert. Officer
with Appropriation

Provide Cert. Officer
with Appropriation

 Valid
OPAC?

Record
Disbursement

Payment

Advance

Canceled
   Check

OPAC Collection to 
Responsible ALC; 
Record Against Suspense
until more Information 
is Learned;  OR
Correct Next Month

Record
Advance

No

To SF 224
   Process

To SF 224
   Process

Check 
Reissued

Contact
Vendor
for Additional
Information

Record Credit
Disbursement

To Receive
Request for
Payment 
Process

Yes
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Receive Payment
      Deposit Monies Collected

Cash?
Check Amount?

Prepare Deposit ticket
 & deposit in bank
(per FMM)

File documents

Prepare Deposit
& mail to Treasury
(per FMM)

Deposit
Confirmed

?

Yes
No

Contact Treasury;  Research.
If lost, Identify Appropriation;
Prepare Negative Collection Voucher
(using debit voucher # from Treasury);
 Give to Responsible Office for  reversal
in system &G/L; and Contact Customer

Cash &
Check < FMM
Threshold

Check
> FMM
Threshold

Wait  for
confirmation

from Treasury 

File documents

Receive Cash/Check
Payment; Log Payment
In Collection Register
(Excel spreadsheet)

Identify by Appropriation,
Deposit Fund, Or Receipt
Fund Symbol

Prepare Collection
Voucher (Excel
spreadsheet)

Forward Collection
Voucher to Responsible
Office for input into 
Accounting System

Record Confirmation
of receipt on Collection

Voucher (Excel Spreadsheet)
& give Confirmation copy

to Certifying Officer

Record Deposit
in System to 
Update 224

System 
Updated

To
Apply  Payments


